
Project DirectorSuperintendent

Receives and 
completes Project 

Director 
Designation Form 

from ADE

Fills out 
Assurances Form 

and sends to 
Project Director to 

sign

Completes W-9 to 
richard.wind@arkansas.gov if 

you are new or have any 
changes to your information

Sends signed Assurances form 
to richard.wind@arkansas.gov

Receives email from MOODLE 
and creates pairs for BAs and 

NTs

If no pairs exist, please notify 
richard.wind@arkansas.gov

You will need to instuct BAs, NTs, 
and Mentors to follow these three 

steps:
1. create MOODLE Account

http://oee.armoodle.k12.ar.us/
2. Self-enroll in appropriate MOODLE 

course
3. Complete User Profile

NOTE: MOODLE will not be sending 
an email to each BA, NT, and Mentor.

If changes take place in pairs, 
please notify 

richard.wind@arkansas.gov

DOCUMENTATION
Ask BAs, NTs and Mentors for 

a copy of their user profiles 
from MOODLE

A pro-rate form is available on 
Moodle to calculate changes 
for finance. Please give one 
copy to your district finance 

officer and email one copy to 
richard.wind@arkansas.gov

Fall Semester

Ed Prep Survey

ALL Mentors, NTs, 
and BAs

Spring Semester

Mentoring Survey

ALL Mentors, NTs, 
and BAs

 Require a copy of the 
2015-2016 Mentoring 

Program Module 
Completion Form from each 
NT, BA, and their assigned 
mentors to be completed at 

the end of each module 
feedback survey.

NT and Mentor BA and Mentor

Step 1. Create MOODLE Account
http://oee.armoodle.k12.ar.us/ 

Step 2. Self enroll in the Teacher 
Induction - Novice Teacher course

Step 3. Complete the User Profile to 
access course

Give copy of the user profile from 
MOODLE to their Project Director

User Profile triggers creation of 
Teachscape Focus for Teachers 

account in one-two weeks

Certificates will be available for download during the last two weeks of the mentoring semester. The certificate will need to be 
signed by the BA, NT, and assigned mentors and the PD for mentoring credit. Certificates are for each semester, not for the 

year.

Mentoring is in 
Progress

Mentoring is 
Completed

Teachscape Focus 
for Administrators 

account is 
requested for BAs 

who require it

Fall Semester

Completes Ed 
Prep Survey

Spring 
Semester

Completes 
Mentoring Survey

Fall Semester

Completes Ed 
Prep Survey

Spring Semester

Completes 
Mentoring Survey

Step 1. Create MOODLE Account
http://oee.armoodle.k12.ar.us/ 

Step 2. Self enroll in the Beginning 
Administrator course

Step 3. Complete the User Profile to 
access course

Give copy of the user profile from 
MOODLE to their Project Director

With your mentoring partner, work through selected module(s). After each module, 
complete the Module Feedback Survey.  Then click on the link below the survey to 
complete the 2015-2016 Mentoring Program Module Completion Form. Follow the 

instructions on the form to provide mentoring documentation for your Project Director.

Certificates will be available for download during the last two weeks of the 
mentoring semester. The certificate will need to be signed by the BA, NT, 
and assigned mentors and the PD for mentoring credit. Certificates are for 

each semester, not for the year.

Revised 10.9.2015


